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Login/Logout

The Home Page
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Login

= Accela 1.In the Agency field, type
1 Cosa (#1 shown).
o 2.Type your COSA login
--------- 3 credentials (User Name
& e and Password) (#2 and #3
sz | shown).

3.Click the Login button.

It is advisable to logout from BuildSA back-office at the end

of the work day and to refresh when the system is re-

opened.



Finding the Logout Link

After login, the name of the user displays. Click the drop-down menu

arrow at the far right to logout (#1 shown).

E< Accela civicPlatorm > cosa @ :

Welcome, Patricia

You have 39 Tasks FILTER PAGES .

1
9
(1l

©)
000 000 000 ooo V 000

Completeness Review Completeness Review Completeness Review Completeness Review

Completeness Review

JAN 17

90807060

WORKFLOW
4 Total Tasks
@ 2 Completed
O 1 Active

ASSIGNED

Jan 15

ALT-ID
LIC-STA-APP20-14000088

UNDER REVIEW

JAN 14

WORKFLOW

21 Total Tasks
® 1 Completed
O 1 Active

ASSIGNED
Jan 10

ALT-ID
ZONING-PA-2020-11600001

UNDER REVIEW

JAN 10

12345

WORKFLOW
4 Total Tasks
® 2 Completed
O 1 Active

ASSIGNED

Jan 8

ALT-ID

LIC-STA-APP20-14000027

UNDER REVIEW

JAN 3

WORKFLOW
4 Total Tasks
® 1 Completed
Q 1 Active

ASSIGNED
Jan 7

ALT-ID
MNT-MEP-APP20-16100020

UNDER REVIEW

DEC 16

8989

WORKFLOW
4 Total Tasks
® 2 Completed
O 1 Active

ASSIGNED

Dec 12

ALT-ID

LIC-STA-APP19-14002013

UNDER REVIEW



Logout

Click the drop-down menu arrow (#1 shown). Click Signh Out
(#2 shown).
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The Home Page

Contains all work assigned to the user.
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Example shown above displays five (5) reviews
assigned to the user.



Six (6) task cards display by default. If a Load More link displays (#1 shown),
that means there are more tasks waiting to be uploaded. Click the link to
upload more (#1 shown). Assignments upload six at a time by default. As long
as the Load More link displays, there are additional assignments waiting for

the user to upload. When all assighments are uploaded, the Load More link
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The List View

User can select a different way of displaying work
assignments by clicking on the list view icon(#1
shown).
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To select the Task Card view once again, click the task
we card icon (#2 shown).



#1 - Dashboard Toggle (your Home button)

#2 - Global Search = First 'go-to’ for searching for
records, addresses, contacts, email addresses, etc.

#3 Launchpad = Open All Pages available to the user
and contains link to create new records.

Main Menu bar holds up to 20 pages
and then the system asks the user to
close some of the pages,
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Application Message 1

You have reached the limit of 20 open spaces.

Application Message

You have reached the limit of 20 open spaces. 2

Engineering
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Plattin

Zoning

20 open spaces

The Main Menu bar remains
constant regardless of where
you are in BuildSA back-
office. After 20 spaces are
opened, the system
generates an application
message telling the user the
limit of open spaces is
reached (#1 and #2 shown).

Close spaces by clicking the x
located on the upper right-
hand corner of a page icon
(#3 shown).



The Filter Control Tab
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My Department Tasks - Click on a filter

Filters for viewing daily task assignments are available. Click
the Filter Pages drop-down menu to view all filter selections
(#1 shown).



Refresh Button and Number of Tasks
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BuildSA is a web-based program. It is best to refresh often to
ensure working with the latest updates. Find the refresh link
underneath your name (#1 shown). Directly next to the refresh

link, the system lists the number of tasks currently assigned to

the user.




Congratulations!

This concludes Module One

Login/Logout

The Home Page

Now, let's test your recall.....



TEST YOUR RECALL

1. List View and Task Card View are two different ways of viewing

your daily work assignments. True False

2. The Launchpad is the access point to All Pages, My Pages and the

link to Create a Record. True False

3. The Main Menu holds approximately 20 spaces and then displays a

message to the user to begin closing spaces. True False

Answers on the next slide...
Buiikd @SA



If you answered

True to all three
questions, you are

correct!

Time to begin
the next
module..
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